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“APPLICATION FOR RECORDS DISPOSITION STANDARD _ :
| | / C

INSTRUCTIONS: Prepare in duplicate and 'fonNard to the Records Management Apalyst, Management Systems Division

e

3. Dept , Division, Sutulivision & Administering Office Address ! FOR RECORDS MANAGEMENT DIVISION USE
Finance & Administration ! ' 1 Date Received Application No. Date Completed
2200 Peachtree Summit . ; NEOV - 221978" 7R - Zs(DNOV -7 1978
401 W. Peachtree Street, N.E.
Atlanta, Georgia 30308 1. Application 2. Dept. Application No.

4_ Person to Contact - T 5. Working Title o | 6. Telephone Number |

Michael R. Mauldin o | Director of ﬂinagemeqt 586 5252 “
':.7. Action Recjuested T T T T a T Systems ! Py —

a  X] Establish Retention Schedule; record will continue to accumulate.
. [ Dispose of present accumulation; no' urther accumulation anticipated,

¢. [ Amend Application No. — ..mw Check One: [ Change; O Supercede; 0 void
8. Dates of Series 9. Records Series Title (foﬂowed by title used in office; if different) -
Earliest L atest
1975 | Present |Resource Management System Time Sheets
10. Division and Otfice Function What is the function of the Division and the Office in which this record serigs is created?
See attached - . , 4
(11, Recor! Series Description This file contains the following documents (include form numbers and titles, if sny): .
Attach samptles of the file. '
Documents relating1o: Detailing project time reported on bi-weekly time sheets
+ Included are: Resource Management System Time Shéets

3

File is arranged: Chronolo gically
12. —h;'lic');i;llw;ﬁ;efefence Rate How oftén.a—re -records -referred to ;N_h_léh—a';e o 1
5 2 , 1 or less

Qne to six months old o — - -~ :Seven to twelve months old

e — g

e ; Thirteen to twenty-four months old

twenty-five months and older ____ ?

1/ lt — :;Shetves ___ _______; Other {specify)

13. Annual Rate of Accumulation of Records

Lettersizedrawers __ ___; Legal-size drawers

3012 (3/76)




e T’H—Wm - - " . - o

YES | NO 14 Questlonnaure {Place an 5‘ in the proper column} . h)

R — —_—— OSSR S S S N SR

a. lIs this the official copy of the series?
X if not, where is it? . '

Lo — O A, P

b — - —

b. Does the series contain conhdenhal mlormalmn tequmng security hzmt'lllng7 I vés cite law or fegulation.

X l ) [ CoL !

S _{ — e —— e ————

| X c. s this a vital record?

e m——— e e g A e e e o it el e mai e D e oo el

. Does lhn S h.IVP historicitl o lang [erm aesene h villue?
it When one Iwu close ot v 1he Dede: perhoe 8 ecessan y 1o ke e |-||I|n' |I|l' lew o bong el nultl !lu e rlm ety brer

X schedulad separately?

4 —i VO, ——— e e e —— e

X f. s the anformanon contamed in this senes ever pubhshed? If f ves, attach copy.

— 1 - — e e

9. "ts the information contained in this saries ever analyzed and/or recorded in a summarized report?

X ) If yes, attachcopy. Bi-weekly time sheets o ~ o
X h, Is there s dupllcatuon of thls series in your office, or in another office or agency? T

If yes, where?

i ?
_ | X J i s this series (Or a malodfornon of i) regularlv mtcrohlmed

e e

e J. _Does the record series rdsuht macomputer prmlout? The file 1S compu ter pr:l.nt out

15, Retennon Haquurements T The followmg requires the series to be kept

a. State Law — . __ years, d. Audit period years,

Coe. Adminislrative nead ._.__..__1_## years.

———

b. Statute of himitation —— e YeETS.
c. Federal law —_— ... yBETS. f. Fadaral retention instructions _— ,3; — ... Yaars, Pasf

- A ey - .

—
Atiach copy or excert of laws or requlations. Explain administrative nged. Comp letion of project

Urban Mass Transportation Administration External
Operating Manual III.D page 41  3/11/74

e e — —— e e . . —— e e e . — e o A " i

16, Approved Disposition instructions This agency recommaends that the file series be cut off ar the end of each:

1 Catendar Year; (X FiscalYear; ') Other __ _ _ ______ _____ _________ then,
K3 Hold in the current filesarea — _ ___ ___monthis) __1 ___ __ year(s}; then

£} Transfer to locat holding area; hold . ... ._._ year(s); then

L] Transfer to State Records Center; hold . . year(s); then

O Destroy. . .

(3 Transfer 10 State Archives fGr parmanent retention.
X Other (Specity) :

Transfer to MARTA Records Center, hold 3 years past completion
of project, then destroy.

These instructions apply to all prior and tutwe accumulations ol the senes

{Indicdte hneilv rationale Im ro«.ummpntl.mnna abinve/or weite uldmnndl remarks):

17 APPHOVALS
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Divjfion Head/Designee

W / s . " : ved  Department of Archives and | and istory
S— 2l o) /% R W //'—-Q? ZK
Racords Mana‘g_lenﬂfnntv t " Date Approved MARTA Management Advisory Committes Date
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